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Learning Points
This Module introduces the basic concepts of:

Pending File Maintenance (HSBFM) CAPP Topic
50135
e Deleting invalid, erroneous, or duplicate
transactions from the pending file to prevent
their processing.

e Entering transactions in different ways or first-
time transactions, to see how they will process.

Edit Requests (PYEDT) CAPP Topic 50810
e Ensuring validity of transactions.

e Providing gross dollar amounts required for
certification.

e Providing an opportunity to correct erroneous
data and to enter additional data prior to
certification.

Certification Requests (PYCTF) CAPP Topic 50815
e Authorizing payrolls to be processed and
agencies funds to be charged for the related
expenditures.
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Pending File Reports

Report 1017 Updated Pending Transactions
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Pending File Reports, Continued

HSBFM

Using the information in the table below, complete the Pending File
Maintenance screen HSBFM:

Employee # | Entry DT SEQ NO1 SEQ NO2 TRC CD
55555555500
0309XXXX 0005957 0005960
18181818100 | 0309XXXX 0005965 0005965
700*
IBC

* All other trans codes ( 7XX, 800, 900) have to be deleted by range or by individual.
NOTES: To delete - EE specific transactions enter EE#, Entry Date, Sequence 1 and 2
A range requires EE# to be blank, Entry Date, Sequence 1 and 2 are

required.
> GUH 100XX ON HSBEFM
——————— PENDING FILE MAINTENANCE-—-—-——-——-—

__ COMPANY--> PAGE NUMBER-->

EMPLOYEE NO TCD TRN RELEASE EFF REL PRINT DATE

0000000000 REL 00000000 0 00000000

EMPLOYEE NO TCD TRN ENTRY DT SEQ NOl1l SEQ NO2 TRC CD EFF DT
_ BFM 0000000
_ BFM 0000000
_ BEM 0000000
_ BEM 0000000

2/11/00 14:56:29  M3LL CIDL
Continued on next page
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Pending File Reports, Continued

o = G3LVHINID SNOILOVSNVYL ¥3IDOINL 40 WIEWNN
13 = S3HOLVE LNdNI 40 WIEWNN
[+] = SYOYY3I HLIM G31d3D0V SNOILOVSNVHL 40 ¥3ISWNN
4] = 0313730 SNOILOVSNVHL 40 HIEBWNN
L = 031d300V SNOILOVSNVYL 40 ¥IEWNN
L = LNdNI SNOILOVSNVHL 40 Y3IEWNN
3 0000000000052 8.L000000000000000000000000000000ZS 000000100 XX6 OOLIPEZTSTZY ETE
3 0000000000005 £0000000000000000000000000000008ES 000000010 XX6 00ZZTTTITTZZ ZIE
L 000000000000000Z000000000000000000000000000008Z5 000000BOD XX6 00TTTTTTTZT LZE
} 000000000000000Z00000000000000000000000000000000 000000L00 XX6 00999999998 0OZE
— 000000000000000 1 00000000000000000000000000000000 000000500 XX6 00999999889 GLE
— 00000000000Z£58 LOO0000000000000000000000000008ES OOOODOECD XX6 OOLG6L6LBLEL BIE
oLoL 0000L0S0LE oL o81 LIE
OBBLOSYEZIOBBLOSYEZIO68LOSVYEZIO6BLOSYEZLOBBLOSPEZIOEBLOSYET06BLOSPETIO68LISPYEZIOEBLISYEZLOBBLOSYEZLO NYL NN dN3  WNN NOILOV
z 3 ] 6 8 L 8 -] L € [4 bas
€ 39vd ¥S°00°Z1L 13 YO0Z/LE/ZL 40 SV LSIT NOILOVSNVHL LNdNI
60:Z0:00 LV #00Z/SL/T} NO NN
WiuH 100 L¥0d3Y +13 "ON HOLvE LLOOL "ON "0D

March 2005



DEPARTMENT OF ACCOUNTS
CIPPS INTRODUCTORY PAYROLL TRAINING

Module 6 — Error Correction/Edit and Certification Requests

Oowhwmvwﬂ—omwhﬂm‘nﬂponwbbnvﬂu—oaahumvwﬂpomnhwm¢MN—.OawbumvNN_.omwhﬂmtﬂﬂwomwhmmvnﬂvOﬂmhumu.NN_.oowhﬁmvmuwowﬂ._. !!n!m
z 3 1] 6 8 L 8 S v € z

13 39vd ¥S°00°TF 13¥ $00Z/IE/ZTL 40 SV SNOILOVSNVHL ONION3d a3ii3anaa
€0:80:891 1LV ¥00Z/S1/ZL NO NNY
LB ] LOOL  L¥0d3d

Pending File Reports, Continued

zZe ize YOOZIEZ) W48 00ZZTZZZZZIZ 18S  PYOOZIEZ)

(44 L1100}
SNOILOVSNVHL YIBHNN
a3l3afaa ANVdWOD
4 0SvE BES LPOL XX6 00ZTTZZTITIT TTE  POOTIETI
4 00002 8zs L¥E XX6 00ZZZITZZZIT LZE  POOTIETI

March 2005

WNN aiva
b3as AYIN3

LL00L "ON 00



DEPARTMENT OF ACCOUNTS
CIPPS INTRODUCTORY PAYROLL TRAINING
Module 6 — Error Correction/Edit and Certification Requests

Why edits
Won’t Process

Edit Requests

The items below may help in determining why you did not receive an edit:

e Multiple pay frequencies are used

e Different check ‘months’ were used

e Number of days in the period exceeds the number of days allowed in the
‘frequency’

e Request was entered for a ‘regular’ and a ‘special’ on the same night for
different frequencies

¢ Youdid not ‘ENTER’ or the system did not accept the transaction

Continued on next page
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Edit Requests, Continued

Requesting An  Using the information below, complete the CIPPS Payroll Edit/Scrub screen
Edit PYEDT:

Frequencies Pay Period Check Date Type of Pay
70 to 72 May 10 — 24,2001 | May 31, XXXX | Regular
75 April 10 — 24,2001 | May 15, XXXX | Regular
90 April 1 —30, 2001 | May 16, XXXX | Special
49 May 11 —24,2001 | May 24, XXXX | Regular

~ CONTROL AGENCY: 00000 DATE: 00/00/00 PAGE NO: 0000

THE FOLLOWING PAY FREQUENCIES ARE SUBMITTED FOR CIPPS SCRUB
PROCESSING:

FREQ PAY PERIOD PERIOD CHECK PAY TIME
CO# LO-HI PER BEGDT ENDDT DATE TYPE ENTERED
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Certification Requests

Certifying When requesting Certification:
Payroll e Certify by individual frequency
e Assign a unique voucher number
e Enter gross pay on the first line

Using the information below, complete the CIPPS Payroll Certification screen

PYCTF:
Frequencies | Voucher # Pay Period Check Date Gross Type of
Pay
70 16660101 | Mar. 10-24, XXXX |Mar. 31, XXXX |$117,417.10 | Regular
71 16660102 | Mar. 1-15, XXXX [Mar. 31, XXXX Regular
72 16660103 |[Mar. 1 —15, XXXX |[Mar. 31, XXXX Regular
>GUH 100XX ON PYCTF

~ CONTROL AGENCY: 100XX DATE: 03/03/01 PAGE NO: 0001

THE FOLLOWING PAYROLLS ARE APPROVED FOR PAYMENT:

PAY PAY PER PERIOD CHECK  CURRENT PAY LOGON TIME
CO # FREQ VOU.# PER BEGDT ENDDT DATE GROSS TYP ID ENTERED

___ 000000 00:00:00
___ 000000 00:00:00
___ 000000 00:00:00

I CERTIFY THAT I HAVE REVIEWED THE REFERENCED PAYROLL DATA IN
ACCORDANCE WITH PROCEDURES OUTLINED IN THE CAPP MANUAL, VOL 1,
SECTION 50810, AND REASONABLY BELIEVE THAT THESE TRANSACTIONS ARE

NECESSARY, ACCURATE AND APPROPRIATE.

03/03/01 13:04:01 M3LL ACTION
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END OF MODULE 6
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